
Notify project manager by 
phone or e-mail of the estimated 

OMSI cost.

Watch project construction award advertising schedule in 
"Control Sheet of Construction Contract Awards" by 02 every 

two weeks.

At IFB or no later than  construction award, prepare OMSI 
Scope of Work to fit the project per discussions with activity 
and project manager. Determine systems to be covered in 
Part II Systems Information, and any other modifications to 

generic scope of work.

When notified of construction award, have 09BA change 
design OMSI JON to construction number. Provide amount 

needed to cover hours and any travel required and give 
estimated completion date to close out JON.

Prepare OMSI government estimate of fee for the project 
using the negotiated A/E fees. Sign and date estimate and 

have it stamped "For Official Use Only".

Research negotiated A/E rates in AMS AE/Clean Contracts 
File and print out for OMSI file.

Insure that OMSI is awarded about the time of construction 
award in order to get all construction submittals to the OMSI 

A/E.

Update AMS OMSI status to (3) "under negotiation" and 
enter amount of government estimate and dates that scope 

and estimate were provided. 

Review A/E fee proposal when provided by 02, and prepare 
Pre-Negotiation Position (PNP) spreadsheet comparing 
government and A/E fee proposals and presenting the 
government position prior to negotiation.  Note areas of 
disagreement and prepare arguments for negotiation.

When informed by the A/E of missing/overdue submittal 
data, work with ROICC, LANTDIV 04 representatives, and 

05 Construction Manager to obtain this data as soon as 
possible.

When A/E has signed OMSI award mod, add OMSI 
negotiated price and schedule of submittals to the AMS file.  

Enter A/E POC name and phone number.  Update OMSI 
status to (2) "OMSI Underway / Awarded".

Inform the A/E if the project BOD slips due to construction 
delays and adjust OMSI submittal schedule as necessary.  
Notify 02 Contracts if delays in schedule will be significant.

Fill in A/E rating for project in the Design Information 
System (DIS) data base.

After a reasonable period of use of the manuals by the 
activity, six months or so, check back with the activity 
POC to see how manuals are being used, and for any 

comments, complaints or suggestions. 

If OMSI site validation is planned, set a date at about the 
time of the Pre-final submittal, that is agreeable to the 

ROICC, Activity, Public Works, and the OMSI A/E.  Plan 
sufficient time for the A/E to present the manuals to the 
activity and maintenance people and to validate as many 

systems and specific equipment as possible.  Enter 
actual date of validation in AMS.

Urgent?

No

Yes

Provide A/E with a copy of the OMSI A/E Guide with all 
revisions.

Award OMSI

CD-ROM A/E Prepares and submit CD-ROMYes

When activity is satisfied with final manuals, close out 
project and cancel OMSI JON.

Foregin
Translation A/E Prepares Forgien TranslationYes

No

No

Note date of first submittal (Concept or Preliminary) from the 
A/E on your calendar and check progress with OMSI A/E by 

phone prior to that date.

OMSI A/E will invoice for progress on the manuals after 
delivery of each OMSI submittal.  Review invoice to be sure 
figures are correct and the percentage of work completed is 
accurate.  Invoice may be reduced or rejected at the OMSI 

EIC’s discretion.  Place copy of invoice in OMSI file per NTR 
requirements. 

Return manuals to OMSI A/E with cover letter and 
comments.  If manuals do not meet the requirements for the 

submittal, return manuals as rejected and request 
re-submittal as soon as corrections are made.

Upon receipt of the first OMSI submittal, record date 
received in the AMS file.  Review manuals for content and 
format according to the requirements of the OMSI scope.

Concept /
 Preliminary

90 days after
construction award

Review Submittal

Acceptable

Yes

Remove submittal receive date entered 
in AMS in the event submittal is rejected. 
Indicate in comments that submittal was 

rejected and the date.

No

Contact the A/E by phone and insure that the Pre-final 
(90%) OMSI will be available to the activity prior to BOD.

Successful
OMSI

Review early project documentation from Code 20 
(DD 1391)

OMSI ?

Yes

 mark "0" in AMS file status block 
and note in the comments block the 

reason for not having OMSI, the 
OMSI EIC code, and the date.

No

Initial / 1391
 Review

Locate project in AMS, add under your code, and 
enter all available OMSI data including status (4) 

"OMSI planned" or status (0) "No OMSI". Add point 
of contact information to the AMS file as received.

Review 35% plans and specifications when in for Code 
16 review. Make note of systems identified in table of 

contents for possible inclusion in Part II Systems 
Information. Check that project manager has included 
proper dollar amount for OMSI. Verify OMSI Funding 

and provide comments regarding inclusion of spec 
sections 01380, 01781 & technical specification 

referencing 01781 data packages.

Save a copy of the Basis of Design or insure that the 
design Architect/Engineer (A/E) firm will have a copy to 

include in the OMSI manuals.

Add note to AMS of in-house designs for OMSI to be 
prepared by OMSI Indefinite Quantity (IQ) A/E firm.

35% Design
Review

As NTR technical representative, work with 02 to negotiate a 
fair fee for A/E preparation of the OMSI manuals.  

Establish the schedule of OMSI submittals with the A/E 
based on the OMSI award date, length of the construction 

period, and project Beneficial Occupancy Date (BOD).  
Establish date for OMSI validation if applicable.

Fill in the negotiated hours and fees on the PNP 
spreadsheet.

Negotiations

When Pre-final is received, verify receipt of activity copy 
by activity POC.  Review Pre-final to insure it meets the 

90% requirement for OMSI.  Carefully check Part II 
systems information in particular for content and 

completeness. 

After activity has had time to use the Pre-final manuals, 
request comments from them to pass to the OMSI A/E 
along with the OMSI EIC comments.  Plan to leave 90% 
manuals with activity, unless changes/corrections are too 

numerous to correct by insert sheets.

Enter actual date of Pre-final submittal in AMS and 
update status to (1) "OMSI Pre-final/Final delivered".

Pre-Final

Before BOD

Pre-Final should contain
Preliminary Tabs Report for first season 
(summer or winter)

Review Submittal

Acceptable

Yes

Remove submittal receive date 
entered in AMS in the event submittal 
is rejected. Indicate in comments that 
submittal was rejected and the date.

No

In AMS, transfer project from your code to "1614" and 
note that project files will be kept under your code. 
Change AMS OMSI status to (1) "Pre-Final / Final 

Complete.

Review Submittal

Final

Acceptable

Yes

Remove submittal receive date 
entered in AMS in the event submittal 
is rejected. Indicate in comments that 
submittal was rejected and the date.

Receive Final submittal and check with activity POC for 
comments/corrections.

Notify ROICC by  letter that OMSI has been awarded and 
again emphasize need for good quality submittals provided in 

a timely manner.

Letter to
ROICC

Notify ROICC by letter that it is our intention to provide OMSI 
on this project.

Letter to
ROICC

Prepare cover letter for OMSI scope and estimate and deliver 
to either (1) the project manager, or (2) the 02 contracts 
representative at the discretion of the project manager.

Cover Letter
for OMSI Scope

and Estimate

Review 90% plans and specs when received by Code 16 for 
review. Again check that budgeted amount for OMSI is 

correct. Insure that spec section 01330 (Submittal Data) is 
included and that proper version of spec section 01781 

(Operation and Maintenance Data) is included. Check all 
specification sections to insure equipment is referenced to 

proper 01781 data packages.

Obtain 90% plans and specs when available. Final 
plans/specs should be automatically routed to 1614

Make project file folder. Copies of PEP, cost estimate, 
proposed construction description, etc. should be placed in 

folder.

Create OMSI
project folder

90% Design
Review

Contact activity POC, the activity Public Works, and the 
ROICC office to determine the basics for OMSI - number of 
copies of manuals, systems to be covered, electronic format, 

specific CMMS to be written to, building number, etc.

Send LANTDIV Customer Response Forms with cover 
letters to activity and to agency responsible for 

maintenance.  Fill in project name and location on form.

Customer 
Response

Letter

Inform Commanding Officer of activity by letter of delivery 
of Pre-final OMSI manuals to the project site and list 

OMSI manuals already provided to activity.

Letter to Commanding
Officer with Report of

 previous OMSI at Activity

6 months after BOD

Final should contain
Complete Tabs Report for both seasons 
(summer and winter)

END

BOD Beneficial
Occupancy

Date

This Step
requires

monitoring
AMS

This Step
requires

monitoring
AMS

This Step
requires

monitoring
AMS

This Step
requires

monitoring
AMS

This Step
requires

monitoring
AMS

This Step
requires

monitoring
AMS

These Steps
require

monitoring
AMS

M ilcon Planning M oney
JON Type Description

M Still under Design

N Construction

4 SIOH JONs that b egin with 47B

5 Planning Z
Projects under design unless it is 
a Hospital or other DLA

6,7,8,9,T  Reimbursab le Charge @ 60%  or greater

1 OM&N
Training, Admin Leave, Mission 
Management, (primarily Paul or 
other managers)

9 Hosiptal, DLA, DOD
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Contact 09BA Program Coordinator to establish design job order number (JON) with 
sufficient hours for OMSI engineer in charge (EIC) to do preliminary research and  for  

prepration of the OMSI Scope of Work (SOW) and government  estimate of fee.

     Approx. 1% of Construction Cost,
     check % of construction cost in 
     Historical Report # 7 for comparison

Review Parametric Estimating and Programming (PEP) 
form, or DD1391+, form project manager (Code 03) and 
estimate cost of OMSI by reviewing OMSI historical data 
(OMSI report #7 in AMS) for similar projects and taking a 

percentage of the project funding requirement. Make copies 
of OMSI data before forwarding PEP.

Insure adequate OMSI funds have been programmed.

OMSI Status Codes
Status Description

0 No OMSI

1 PreFinal / Final Completed

2 OMSI Underway / Awarded

3 Under Negotiation

4 OMSI Planned
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  Verify Funding  Approximately
6 to 12 months from
Initial / 1391 Review

to 35% review

Approximately
6 to 12 months 

from 30% Design
to 90% Design

Approximately
1 year from 
90% Design

to Construction
Award

OMSI Awarded
30 days after

Construction Award

(Goal)
Construction Award

to OMSI Award

(Goal)
Construction Award

to OMSI Award

OMSI Awarded
30 days after

Construction Award

(Goal)
90 to 180 days from

OMSI Award to 
Concept Submittal

and / or

(Goal)
at 50% of

Construction
recieve

Preliminary Submittal

(Goal)
Pre-final Submittal

60 days prior
to BOD

(Goal)
Pre-final Submittal

60 days prior
to BOD

(Goal)
Final Submittal
180 days after

BOD

(Goal)
Final Submittal
180 days after

BOD

(Goal)
Final Submittal
180 days after

BOD

OMSI Execution Procedures
March 16, 1999

Design money, use until 
OMSI is awarded. Get 

Design JON from Janice 
(approximately 
$1,000-$2,000).



Notify project manager by 
phone or e-mail of  the 
estimated OMSI cost.

Urgent?

No

Yes

Review  early project documentation from Code 20 
(DD 1391)

OMSI ?

Yes

 mark "0" in AMS f ile status block 
and note in the comments block 
the reason for not having OMSI, 
the OMSI EIC code, and the date.

No

Initial / 1391
 Review

Locate project in AMS, add under your code, and 
enter all available OMSI data including status (4) 

"OMSI planned" or status (0) "No OMSI". Add point 
of contact information to the AMS file as 

received.

Review  35% plans and specif ications w hen in for 
Code 16 review . Make note of  systems identif ied in 

table of contents for possible inclusion in Part II 
Systems Information. Check that project manager 

has included proper dollar amount for OMSI. Verify 
OMSI Funding and provide comments regarding 

inclusion of spec sections 01380, 01781 & technical 
specif ication referencing 01781 data packages.

Save a copy of the Basis of Design or insure that the 
design Architect/Engineer (A/E) f irm w ill have a copy 

to include in the OMSI manuals.

Add note to AMS of in-house designs for OMSI to be 
prepared by OMSI Indef inite Quantity (IQ) A/E f irm.

35% Design
Review

This Step
requires

monitoring
AMS

M ilcon Planning M oney
JON Type Description

M Still under Design
N Construction
4 SIOH JONs that begin with 47B

5 Planning Z Projects under design unless it is 
a Hospital or other DLA

6,7,8,9,T  Reimbursable Charge @ 60% or greater

1 OM&N
Training, Admin Leave, Mission 
Management, (primarily Paul or 
other managers)

9 Hosiptal, DLA, DOD
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Contact 09BA Program Coordinator to establish design job order number (JON) w ith 
suff icient hours for OMSI engineer in charge (EIC) to do preliminary research and  
for  prepration of the OMSI Scope of Work (SOW) and government  estimate of fee.

     Approx. 1% of Construction Cost,
     check % of construction cost in 
     Historical Report # 7 for comparison

Review  Parametric Estimating and Programming (PEP) 
form, or DD1391+, form project manager (Code 03) and 
estimate cost of OMSI by review ing OMSI historical data 
(OMSI report #7 in AMS) for similar projects and taking a 

percentage of  the project funding requirement. Make 
copies of OMSI data before forw arding PEP.

Insure adequate OMSI funds have been programmed.

OMSI Status Codes
Status Description

0 No OMSI

1 PreFinal / Final Completed

2 OMSI Underway / Awarded

3 Under Negotiation

4 OMSI Planned
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  Verify Funding  
Approximately

6 to 12 months from
Initial / 1391 Review

to 35% review

Approximately
6 to 12 months 

from 30% Design
to 90% Design

OMSI Execution Procedures
March 16, 1999

Design money, use until 
OMSI is awarded. Get 

Design JON from Janice 
(approximately 
$1,000-$2,000).



Watch project construction aw ard advertising schedule 
in "Control Sheet of Construction Contract Aw ards" by 02 

every tw o w eeks.

At IFB or no later than  construction aw ard, prepare OMSI 
Scope of  Work to f it the project per discussions w ith 

activity and project manager. Determine systems to be 
covered in Part II Systems Information, and any other 

modif ications to generic scope of w ork.

When notif ied of construction aw ard, have 09BA change 
design OMSI JON to construction number. Provide amount 
needed to cover hours and any travel required and give 

estimated completion date to close out JON.

Prepare OMSI government estimate of fee for the project 
using the negotiated A/E fees. Sign and date estimate 

and have it stamped "For Official Use Only".

Research negotiated A/E rates in AMS AE/Clean 
Contracts File and print out for OMSI f ile.

Insure that OMSI is aw arded about the time of 
construction aw ard in order to get all construction 

submittals to the OMSI A/E.

Update AMS OMSI status to (3) "under negotiation" and 
enter amount of government estimate and dates that 

scope and estimate w ere provided. 

Review  A/E fee proposal w hen provided by 02, and 
prepare Pre-Negotiation Position (PNP) spreadsheet 
comparing government and A/E fee proposals and 

presenting the government position prior to negotiation.  
Note areas of  disagreement and prepare arguments for 

negotiation.

Provide A/E w ith a copy of the OMSI A/E Guide w ith all 
revisions.

Notify ROICC by letter that it is our intention to provide 
OMSI on this project.

Letter to
ROICC

Prepare cover letter for OMSI scope and estimate and 
deliver to either (1) the project manager, or (2) the 02 

contracts representative at the discretion of  the project 
manager.

Cover Letter
for OMSI Scope
and Estimate

Review  90% plans and specs w hen received by Code 16 
for review . Again check that budgeted amount for OMSI 

is correct. Insure that spec section 01330 (Submittal 
Data) is included and that proper version of spec section 

01781 (Operation and Maintenance Data) is included. 
Check all specif ication sections to insure equipment is 

referenced to proper 01781 data packages.

Obtain 90% plans and specs w hen available. Final 
plans/specs should be automatically routed to 1614

Make project f ile folder. Copies of PEP, cost estimate, 
proposed construction description, etc. should be placed 

in folder.

Create OMSI
project folder

90% Design
Review

Contact activity POC, the activity Public Works, and the 
ROICC of f ice to determine the basics for OMSI - number 
of copies of manuals, systems to be covered, electronic 
format, specif ic CMMS to be w ritten to, building number, 

etc.

This Step
requires

monitoring
AMS

These Steps
require

monitoring
AMS

Approximately
1 year from 
90% Design

to Construction
Award

OMSI Awarded
30 days after

Construction Award

(Goal)
Construction Award

to OMSI Award



When A/E has signed OMSI aw ard mod, add OMSI 
negotiated price and schedule of submittals to the AMS 
file.  Enter A/E POC name and phone number.  Update 

OMSI status to (2) "OMSI Underw ay / Aw arded".

Inform the A/E if the project BOD slips due to 
construction delays and adjust OMSI submittal schedule 
as necessary.  Notify 02 Contracts if  delays in schedule 

w ill be signif icant.

Aw ard OMSI

Note date of  f irst submittal (Concept or Preliminary) from 
the A/E on your calendar and check progress w ith OMSI 

A/E by phone prior to that date.

OMSI A/E w ill invoice for progress on the manuals after 
delivery of  each OMSI submittal.  Review  invoice to be 
sure f igures are correct and the percentage of w ork 
completed is accurate.  Invoice may be reduced or 
rejected at the OMSI EIC’s discretion.  Place copy of  

invoice in OMSI f ile per NTR requirements. 

Return manuals to OMSI A/E w ith cover letter and 
comments.  If  manuals do not meet the requirements for 
the submittal, return manuals as rejected and request 

re-submittal as soon as corrections are made.

Upon receipt of the f irst OMSI submittal, record date 
received in the AMS f ile.  Review  manuals for content 
and format according to the requirements of  the OMSI 

scope.

Concept /
 Preliminary

90 days after
construction award

Review Submittal

Acceptable

Yes

Remove submittal receive date 
entered in AMS in the event submittal 
is rejected. Indicate in comments that 
submittal w as rejected and the date.

No

As NTR technical representative, w ork w ith 02 to 
negotiate a fair fee for A/E preparation of the OMSI 

manuals.  

Establish the schedule of  OMSI submittals w ith the A/E 
based on the OMSI aw ard date, length of  the 

construction period, and project Beneficial Occupancy 
Date (BOD).  Establish date for OMSI validation if  

applicable.

Fill in the negotiated hours and fees on the PNP 
spreadsheet.

Negotiations

Notify ROICC by  letter that OMSI has been aw arded and 
again emphasize need for good quality submittals 

provided in a timely manner.

Letter to
ROICC

This Step
requires

monitoring
AMS

This Step
requires

monitoring
AMS

(Goal)
Construction Award

to OMSI Award

OMSI Awarded
30 days after

Construction Award

(Goal)
90 to 180 days from

OMSI Award to 
Concept Submittal

and / or

(Goal)
at 50% of

Construction
recieve

Preliminary Submittal

(Goal)
Pre-final Submittal

60 days prior
to BOD



When informed by the A/E of missing/overdue submittal 
data, w ork w ith ROICC, LANTDIV 04 representatives, and 
05 Construction Manager to obtain this data as soon as 

possible.

If  OMSI site validation is planned, set a date at about 
the time of the Pre-f inal submittal, that is agreeable to 
the ROICC, Activity, Public Works, and the OMSI A/E.  
Plan suf f icient time for the A/E to present the manuals 
to the activity and maintenance people and to validate 
as many systems and specif ic equipment as possible.  

Enter actual date of validation in AMS.

Contact the A/E by phone and insure that the Pre-f inal 
(90%) OMSI w ill be available to the activity prior to 

BOD.

Successful
OMSI

When Pre-f inal is received, verify receipt of  activity 
copy by activity POC.  Review  Pre-f inal to insure it 

meets the 90% requirement for OMSI.  Carefully check 
Part II systems information in particular for content 

and completeness. 

After activity has had time to use the Pre-f inal 
manuals, request comments f rom them to pass to the 
OMSI A/E along w ith the OMSI EIC comments.  Plan to 

leave 90% manuals w ith activity, unless 
changes/corrections are too numerous to correct by 

insert sheets.

Enter actual date of Pre-f inal submittal in AMS and 
update status to (1) "OMSI Pre-f inal/Final delivered".

Pre-Final

Before BOD

Pre-Final should contain
Preliminary Tabs Report for first season 
(summer or winter)

Review Submittal

Acceptable

Yes

Remove submittal receive date 
entered in AMS in the event 

submittal is rejected. Indicate in 
comments that submittal w as 

rejected and the date.

No

Send LANTDIV Customer Response Forms w ith cover 
letters to activity and to agency responsible for 

maintenance.  Fill in project name and location on 
form.

Customer 
Response

Letter

Inform Commanding Officer of activity by letter of  
delivery of  Pre-f inal OMSI manuals to the project site 

and list OMSI manuals already provided to activity.

Letter to Commanding
Officer with Report of

 previous OMSI at Activity

BOD Beneficial
Occupancy

Date

This Step
requires

monitoring
AMS

(Goal)
Pre-final Submittal

60 days prior
to BOD

(Goal)
Final Submittal
180 days after

BOD



Fill in A/E rating for project in the Design Information 
System (DIS) data base.

After a reasonable period of use of the manuals by 
the activity, six months or so, check back w ith the 

activity POC to see how  manuals are being used, and 
for any comments, complaints or suggestions. 

CD-ROM A/E Prepares and submit CD-ROMYes

When activity is satisf ied w ith f inal manuals, close out 
project and cancel OMSI JON.

Foregin
Translation A/E Prepares Forgien TranslationYes

No

No

In AMS, transfer project from your code to "1614" and 
note that project f iles w ill be kept under your code. 
Change AMS OMSI status to (1) "Pre-Final / Final 

Complete.

Review Submittal

Final

Acceptable

Yes

Remove submittal receive date 
entered in AMS in the event 

submittal is rejected. Indicate in 
comments that submittal w as 

rejected and the date.

Receive Final submittal and check w ith activity POC 
for comments/corrections.

6 months after BOD

Final should contain
Complete Tabs Report for both seasons 
(summer and winter)

END

This Step
requires

monitoring
AMS

(Goal)
Final Submittal
180 days after

BOD

(Goal)
Final Submittal
180 days after

BOD
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